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| NDIAN HEALTH SERVICE G RULAR NO_ 83-3

FILLING ARFA DIRECTOR AND PROGRAM CFFI CE POSI TI ONS

Sec. 1. Purpose and Qbjectives
2. Coverage and  Exclusions
3. ResponSibilities and Procedures
4. Records and Reports
5. Authority,
6.  Supersession

1. PURPGSE AND OBJECTIVES

This Grcular outlines and designates responsibility for carrying out
the Gvil Service procedures to_be used in fillin (bl FéS) Area Drector
and Program Office positions. The procedures desCribed herein are
desi gned to renove anY real or apparent conflict of interest on the
?art of personnel staffs as well "as to present to applicants and to
he public a demonstrably inpartial staffing process.

2. COVERAGE AND EXCLUSI ONS

A This Crcular -applies to IHS Area Director and Program Office
posi tions.

B . The procedures do not apply when the Director, Indian Health
Service reassigns an Indian preference eligible, or an Indian
Commi ssi oned O°ficer,, provided the reassignment is in accordance
with appropriate regulations.

3, RESPONSIBILITIES AND PROCEDURES

A The Director, Indian Health Service will notify the Chief, IHS
Personnel (perations Branch of an_ui)co_m ng vacancy as soon as
It is known. This notification will indicate: (1) whether the
osition description is accurate and conplete, (2) whether nerit
Pronotion procedures are to be undertaken, and (3) whether search

is desired at the next lower level as well as the full performance
level (GW15).

(1) The Chief, IHS Personnel COfice will request a SF-52 (Request
for Personnel Action) from the respective Area or Program
(ffice through the servicing personnel office.

(2) 1f the position description requires updating, the Director,
Indian Health Service will initiate such action imediately.
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(3) Recruitment at less than the full performance |evel ?GMU)
w11 require the approval of the Director, Indian Health
Service. Therefore, conpelling justification would be
required to do so.

(4) Recruitment will involve: at a mnimum internal nmerit
i)rom)tlon procedures and |HS outside search procedures for
ndian preference eligibles.

(1) The Chief, |HS Personnel Qoerations Branch will ensure
that the follow ng documents are g{eepared, in concert
with the Director, Indian Health Service:

a.  the vacancy announcenment, and
b. the rating criteria

(2) The Area Personnel Cffice wll provide, in addition to the
classified position description, a full updated evaluation
statement, organizational chart, and functional statenment

for the position and SF-52 (Request for Personnel Action)
in duplicate.

(3) The IHS Personnel Qperations Branch will, in accordance wth
the request (SF-52) received:

issue the 'vacancy announcement: o

rec,elve,all,apghcauons for the position;

notify ineligible candidates; o ,

secure performance, appraisals of eligible candidates;

convene Qualifications Review Board,gQ?B), or

conduct qualifications review of eligible candidates;

, secure EEO concurrence of selection certificate;

it submt selection certificate and P”’V' de any needed
technical assistance to the Director, Indian Health

_ Service (selecting official); _

I notify Area Personnel COffice of selection,

f. prepare biographical summaries of highly qualified
candidates for tribal |eaders, when necessary.

When a selection is made, the Chief, IHS Personnel Qperations
Branch will notify the Area concerned of the selection, as follows:

a. return the SF-52, along with a copy of the selectees
application (SF-171) wth all reference material;

b. forward a copy of the nerit certificate showing the
selecting officials formal action.

e OTE e

Area Personnel Office will arrange a formal release and enter
on duty date and process the necessary personnel documentation
to effectuate the appointment.



3/9/ 83 |NDIAN HEALTH SERVICE G RQUAR NO 83-3

4, RECORDS AND REPCRTS

The Chief, IHS Personnel Qperations Branch will naintain, for at |east
two years a conplete file including:

copy of the vacancy announcenent;

copy of all qualified applications; _
copy of the SF-52, Request for Personnel Action:
copy of the rating criteria; | ,

record of the QRB proceedi n?s, or ratings of the
personnel management speci ali st; o
copy of all outgoing correspondence, including
the selection certificate; ,

records of all approvals and/or extensions; and

qualification standards used.
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" 5.  AUTHORITY

Applicants selected by this procedure will be appointed throu?h the
respective Area/Region personnel authority. The Director of the
Indian Health Service has the responsibility for sel ectln% Area_and
Iti’ro?ram %&Ace Directors, subject to the concurrence of the Adm nis-
rator, .

6.  SUPERSESSI ON

This Grcular supersedes Indian Health Service Grcular No. 73.3
&ed Cctober 11, 1973

Everett R. Rhoades, M.D.
Assistant Surgeon General
Director, Indian Health Service



